JuJy  IW3 


Montana  Stale  Library 


3  0864  1004  3086  0 


ISD  News  and  Views 


Volume  11  No.  1 


I'uhlLshed  by  the  Informalum  Services  DivLsujn 


Table  of  Contents    ^    ^-L«j 

Helena  Vo-Tech  Awarded  Computer 

Training  Services  Contract    1 

DPMG  to  Be  ITMG 1 

Term  Contract  Status    2 

Microcomputers     2 

Microcomputer  Maintenance 3 

Laser  Printers 3 

Mainframe 3 

CA  -  DocView    3 

System-Determined  Block  Size     ...  4 

SAS  PC/Mainframe  Users 4 

Microcomputer 5 

Prevent  DOS  6.0  from  "Nuking" 

Your  Disk!    5 

Techtalk    5 

Date-and-Time  Indicator 

in  Lotus  1-2-3 5 

Calendar  of  Events 6 

End  Notes 6 

Submit  Articles 6 

ISD  Network  Assistance  Center 

444-2000   6 

Training  Information 7 

Training  Calendar 9 

Data  Network/Mainframe  Classes  ...  10 

Microcomputer  Classes 11 

Word  Processing  Classes 13 

Spreadsheet  Classes 15 

Database  Classes 16 


ST/ITE  DnniPvlFNTS  CnLLECTIOM 


S^j 


JU;,  1'!  1993 

MONTANA  STATE  LIBRArJY 

1515  E.  6th  AVE. 
HELENA.  MONTANA  -'.;>.; 


ijL,  nt.,  [in 

Helena  Vo-Tech 
Awarded  Computer 
Training  Services 
Contract 


Major  Changes  in  Training  Class 
Location  and  Sign-up  Procedures 

A  contract  for  instructor-led  training  and 
administrative  services  has  been  established  with 
the  Helena  Vocational-Technical  Center.    Train- 
ing classes  will  now  be  held  ai  the  Vo-Tech 
Center.  1115  North  Roberts,  in  Room  210. 
unless  otherwise  specified  in  the  Training  Infor- 
mation section  of  News  and  Views. 

Information  on  class  offerings,  registration,  and 
fee  schedules  is  located  in  the  Training  Infor- 
mation section  of  this  issue.    Any  questions 
should  be  directed  to  Helena  Vo-Tech.  by  call- 
ing 444-6800.  unless  otherwise  specified  in  the 
Training  Information  section  of  News  and  Views. 

Please  note  that  the  Class  Enrollment  Applica- 
tion form  ai  the  back  of  this  issue  must  be  sent 
to  Helena  Vo-Tech.  Computer  Training  C<;nier. 
1115  North  Roberts  Street.  Helena,  59601. 


DPMG  to  Be  ITMG 


The  Data  Processing  Managers'  Group  voted  at 
its  last  meeting  to  change  its  name  to  the  Infor- 
mation Technology  Managers"  Group  (ITMG). 

The  change,  suggested  by  Kirsien  Graham,  was 
made  to  relied  the  increasinglv  brt)ader  spec- 
trum which  applies  to  today's  technology  in  the 
"data  processing"  field.    Though  some  changes 


to  the  by-laws  of  the  group  will  be  necessary  to 
make  it  official,  hereinafter  we  will  refer  to  it  as 
such. 

Tripp  Hammer  of  the  Department  of  Health 
and  Environmental  Sciences  was  appointed  to 
serve  an  additional  term  as  Chair  of  ITMG.    If 
you  need  to  contact  him  regarding  agenda  items 
or  other  related  information,  he  can  be  reached 
at  444-4486  or  by  Zip! Mail. 

During  the  past  few  months  the  ITMG's  sched- 
ule of  topics  has  been  extremely  full,  necessitat- 
ing the  scheduling  of  additional  meetings.    At 
the  last  meeting,  it  was  decided  that  the  volume 
and  need  to  address  many  issues  demand  meet- 
ing more  frequently.    Thus,  the  ITMG  will 
begin  meeting  monthly  on  the  second  Wednes- 
day of  the  month.    The  next  meeting  is  sched- 
uled for  July  14,  1993,  beginning  at  8:30  a.m.  in 
Room  C209,  Side  2,  of  the  Cogswell  Building. 

One  of  the  topics  to  be  discussed  at  the  July 
meeting  will  be  Electronic  Access  Controls. 
Mary  Bryson  has  volunteered  to  bring  a  presen- 
tation regarding  the  concerns  of  the  Legislative 
Audit  Committee. 

One  of  the  most  recent  accomplishments  of  the 
ITMG  was  the  completion  of  the  Database 
Directions  paper.    This  product  resulted  from 
the  Information  Technology  Advisory  Council's 
decision  to  improve  the  State's  data  sharing 
capabilities.    A  special  thanks  to  Ken  Curiiss 
(subcommittee  Chair)  and  the  many,  many 
others  who  worked  on  the  document.    This 
paper  is  being  used  as  a  foundation  for  the 
work  of  the  Database  Evaluation  and  Selection 
Subcommittee.    This  subcommittee  is  working 
with  ISD  on  the  criteria  and  efforts  to  develop 
a  common  database  standard  for  State  govern- 
ment.   The  subcommittee  is  meeting  weekly 
until  its  job  is  done.    Members  of  the  sub- 
committee include  Jeff  Brandt,  Tripp  Hammer, 
Jim  Herman,  Randy  Holm,  Jim  Oppedahl,  Gary 
Poepping,  Mike  Randall,  and  Hank  Trenk. 

If  you  have  any  questions  or  believe  there  are 
other  topics  which  should  be  addressed  by  the 
ITMG,  please  contact  your  data  processing 
manager. 


Term  Contract  Status 


Microcomputers 

Ai>  many  of  you  have  found,  ihc  availability  of 
some  of  the  microcomputers  has  caused  some 
serious  problems.    Due  to  the  production  sched- 
ule and  marketing  plan  of  their  suppliers,  the 
term  contract  vendors  have  been  unable  to  pro- 
vide certain  models  as  ordered  by  an  agency. 
ISD  is  working  to  resolve  this  problem  for 
future  orders.    Until  they  get  an  official 
announcement,  our  vendors  can't  tell  us  when  a 
product  has  been  discontinued.    What  they  are 
willing  to  do,  however,  is  give  us  a  "heads  up" 
on  what  products  they  feel  are  in  question.    1 
will  then  pass  along  this  information  H)  every- 
one on  the  distribution  list.    This  should  help 
the  availability  problem,  but  ISD  recommends 
thai  you  call  the  vcndt)r  before  placing  an 
important  order,  and  verify  availability. 

A  new  addendum  (#6)  has  been  issued  on  the 
Dell  term  contract.    Addendums  to  the  DEC 
and  IBM  term  contracts  will  be  released  soon. 

As  a  reminder,  here  is  a  summary  of  term  con- 
tract vendor  contacts: 


DieitalAVvIe 

Send  orders  to: 

Wyle  Laboratories 
ATTN:  Steve  Priegal 
15360  Barranca  Parkway 
Irvine,  CA    92718 

FAX:  (714)  753-9988 

Contact  Steve  lor  availability,  delivery  times, 
and  technical  questions.    His  number  is 
(800)  356-9953. 


Dell 

Send  orders  to: 

Dell  Computer  Corporation 
ATTN:  Larry  Wayne 
9505  Arboretum  Blvd. 
Austin,  TX    78759-7299 
FAX:  (800)  .Vi5-5329 
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Contact  Lari^'  lor  availability,  delivery  times, 
and  price  quotes.    His  number  is  (XOO)  274- 
7799,  ext.  7589.    If  Larry  is  unavailable,  contact 
Doug  Roberts  at  ext.  3270.    For  technical  ques- 
tions, call  David  Hutto  at  ext.  2640. 

Computerland/IBM 

Send  orders  to: 

Computerland  of  Helena 
ATTN:    Mike  Price 
25  S.  Last  Chance  Gulch 
Helena,  MT    59601 
FAX:    443-1212 

Call  Mike  for  contract,  price,  and  availability 
questions.    For  technical  questions,  call  Patrick 
O'Leary.    Both  can  be  reached  at  443-3200. 

If  you  would  like  to  be  on  the  price  distribution 
list,  or  if  you  have  any  questions  concerning  the 
latest  prices  or  products,  please  call  Brett. 
Term  contract  price  lists  will  be  distributed, 
upon  request,  through  Zip! Mail. 


Microcomputer  Maintenance 

To  place  equipment  under  maintenance,  fill  out 
the  Maintenance  Request  Form  and  attach  it  to 
a  purchase  order.    Send  it  directly  to: 

IBM 

ATTN:  Cheryl  Taylor 
100  N.  Park  Ave. 
Helena,  MT    59601 

If  you  should  have  equipment  failure  and 
require  maintenance,  call;    <S0()-1BM-SERV 
(1-800-426-7.378). 

For  authorized  dealers,  call  800-772-2227. 

For  customer  ser\'ice,  call  8lX)-426-8741. 

If  you  have  any  questions  about  the  mainte- 
nance contract  with  IBM,  please  call  Brett.    The 
latest  version  of  the  maintenance  contract 
and/or  the  maintenance  request  form  will  be 
sent  (ZiplMail)  upon  request. 


Laser  Printers 

New  products  and  price  changes  have  been 
incorporated  into  the  Hewlett  Packard  laser 
printer  term  contract.    The  latest  price  list  wil 
be  .sent  via  electronic  mail,  and  a  new  adden- 
dum will  be  issued  soon.    Call  Brett  for  the 
latest  prices  and  products,  or  with  questions 
about  the  term  contract.    For  technical  ques- 
tions, call  Computerland  at  329-7660. 


Mainframe 


CA  -  Doc  View 

As  you  may  know,  CA  -  DocView  is  now  avail- 
able for  on-line  help  using  the  U.D  optiijn  ol 
SPF.    Here  is  a  list  of  the  Computer  Associate's 
products  currently  available: 

1.  CA-ACF2  Release  5.2 

2.  CA90s  Srvcs  CA-ACTIVATOR  2.1 

3.  CA-1  Release  5.0 

4.  CA-1/CopyCal  Release  1.0 

5.  CA90s  Services  Release  1.0 

6.  CA90s  Services  ViewPoini  1.2 

7.  CA-EARL  Release  6.0 

8.  CA-ADS  Release  12.0 

9.  CA-ADS  DSECT  Reference  12.0 

10.  CA-CULPRIT  Relea.se  12.0 

11.  IDD  Release  12.0 

12.  CA-IDMS/DB  DB  Admin  Rel.  12.0 

13.  CA-IDMS/DB  General  Rel.  12.0 

14.  CA-IDMS  IDD  DSECT  Reference 

What  you  may  not  know  is  that  there  are  two 
peculiarities  about  DocView  that  may  be  con- 
fusing.   One  characteristic  is  the  list  of  PF  Key 
definitions  displayed  ai  the  bottom  of  the 
screen.    If  your  SPF  session  is  running  with 
PFSHOW  ON,  then  the  SPF  key  definitions 
will  be  displayed.     However,  with  PFSHOW 
OFF,  the  key  definitions  displayed  will  be  the 
DocView  definitions,  and  these  will  help  you  to 
navigate  through  DocView. 

The  other  notable  characteristic  is  the  "FIND" 
(PF5)  operation.    This  is  the  only  search-type 
operation  available  in  DocView.    It  will  not 
function  from  within  the  Table  of  Contents  and 
il  will  search  from  the  current  position  within 
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the  manual  toward  the  end.    II  you  aitempi  lo 
perform  a  "FIND"  operation,  make  sure  you  are 
on  an  appropriate  documentation  page. 
An  easy  way  to  activate  a  complete  "FIND" 
operation  is  to  first  type  in  "1-1"  in  the  page 
number  at  the  lower  left  of  the  screen.    This 
will  position  you  at  page  one  of  chapter  one  of 
the  manual.    Since  the  "FIND"  is  a  forward- 
looking  operation,  this  page  position  will 
guarantee  that  every  page  in  the  manual  is 
being  searched.    If  you  have  any  questions 
about  using  DocView,  call  Dave  Howse  in  End 
User  Computing  at  444-1593. 


fault  the  system  allocates  5  buffers  per  non- 
VSAM  file,  about  2()K  for  this  file.    If  you  let 
the  system  determine  the  block  size  for  this  file, 
it  will  choose  a  block  size  around  32K.    The 
space  required  for  the  buffers  for  the  file  is  nov\ 
160K,  140K  more  than  before!    This  could  hap- 
pen for  each  non-VSAM  file  processed  in  a 
step,  thus  requiring  a  much  larger  region  than 
before. 

The  default  REGION  assigned  to  a  job  step  is 
1024K.    Hopefully,  this  will  be  sufficient  for 
most  job  steps.    If  not,  simply  code  a  larger 
REGION  on  your  EXEC  statement. 


System-Determined  Block  Size 


SAS  PC/Mainframe  Users 


Under  MVS/ESA,  the  system  will  determine  the 
most  efficient  block  size  for  a  data  set  if  you  do 
not  code  the  BLKSIZE  DCB  parameter.    This 
is  great  because  you  don't  have  to: 

1.  Get  out  your  calculator  and  try  to  figure  it 
out  yourself; 

2.  Take  a  "SWAG"  at  it; 

3.  Reconsider  your  block  sizes  when  a  data  set 
is  moved  to  a  different  device  type. 

The  system  will  determine  the  best  block  size 
for  PS  (sequential)  and  PO  (partitioned)  data 
sets  that  don't  have  a  RECFM  of  U.    It  dt)es  il 
for  both  TAPE  and  DISK  data  sets.    Jusi  code 
a  BLKSIZE  of  zero,  or  don't  code  it  at  all,  and 
ESA  will  calculate  the  block  size  for  you.    You 
can  do  this  from  ISPF  3.2  also.    Just  place  a 
zero  or  a  blank  in  the  BLOCK  SIZE  field. 

This  may  actually  reduce  the  cost  of  running 
your  job  and  its  elapsed  run  time.    However, 
check  your  REGION  parameter  if  you  do  this 
to  make  sure  it  is  large  enough. 

We  have  noticed  that  the  system  chooses  block 
sizes  around  23K  for  disk  data  sets  and  around 
32K  for  tape  data  sets.    This  is  good,  but  it  may 
be  a  lot  larger  than  your  current  block  sizes. 
Consider  the  amount  of  virtual  storage  space 
taken  up  by  buffers  for  a  non-VSAM  file. 

Let's  assume  you  have  a  tape  data  set  of  100- 
byte  records  with  a  block  size  of  4000.    By  de- 


ISD  recently  upgraded  SAS  from  release  5.18  to 
version  6.07  t)n  ihc  mainframe.    With  this  con- 
version, a  problem  has  been  identified  with  PC 
SAS  for  DOS  communicating  with  the  main- 
frame. 

If  you  are  using  PC  SAS  lo  connect  to  the 
mainframe  to  download  SAS  daiasets  or  to 
submit  remote  SAS  jobs,  you  may  receive  errors 
such  as  SCREEN  ERASURE  CAUSED  BY 
ERROR  RECOVERY  PROCEDURE,  or  be 
unable  to  connect  to  the  host.    To  correct  this 
problem,  changes  must  be  made  to  the  PC  SAS 
program  files. 

in  addition,  if  your  production  SAS  applications 
have  PF  Key  assignments  other  than  the  de- 
faults, they  will  also  have  lo  be  updated  due  to 
the  conversion. 

If  you  have  any  question  or  are  experiencing 
problems  due  to  the  program  changes  please 
contact  Jerry  Kozak,  EUC,  ai  444-2907  or  Dave 
Howse  at  444-1593. 
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Microcomputer 


program  is  called  SinariPrompt  and  can  be 
loaded  into  high  memorv. 


Prevent  DOS  6.0  from  "Nuking" 
Your  Disk! 

MS  DOS  6.0  has  been  attacked  in  the  press  for 
causing  hard  disk  drive  problems.    Gibson 
Research  Corporation  developers  have  found 
what  they  believe  is  the  cause  for  many  of  the 
hard  disk  problems  that  seem  to  occur  under 
MS  DOS  6.0,  and  they  have  provided  a  solution 
to  the  problem. 

The  Problem:    Many  users  report  that  after 
installing  DOS  6.0  they  experience  hard  disk 
failures  within  a  few  days  (or  less).    The  failures 
usually  involve  corrupt  FAT's  (File  Allocation 
Tables),  that  result  in  lost  data  and  the  need  to 
reformat  the  hard  drive. 

The  Cause:    When  MS  DOS  6.0  is  installed,  it 
also  installs  SmartDrive  4.1,  a  disk-caching  pro- 
gram.   SmartDrive  defaults  to  an  option  named 
"lazy  write".    "Lazy  write"  essentially  speeds  up 
overall  system  performance  by  capturing  data 
that  is  to  be  written  to  the  hard  disk,  "buff- 
ering" it  up  temporarily  in  memory,  and  when 
the  computer  is  not  busy  doing  anything  else,  it 
finally  writes  the  data  out  to  the  hard  drive. 
This  speeds  up  the  overall  process  of  the  com- 
puter because  the  CPU  must  stop  its  current 
processing  to  write  to  the  hard  drive,  and 
SmartDrive  with  "lazy  write"  on,  waits  to  do  the 
write  until  the  CPU  is  not  busy  doing  anything 
else.    This  waiting  period  is  usually  only  a  very 
short  period  of  time,  but  if  the  computer  is 
turned  off  before  the  buffered  data  is  physically 
written  out  to  the  hard  disk,  then  problems 
arise--the  disk  is  corrupted. 

The  Solution:    The  quickest  solution  is  to  turn 
the  "lazy  write"  option  off  in  SmartDrive,  but 
this  will  impact  your  system's  performance. 
Another  solution  is  wait  a  few  moments  after 
returning  to  the  DOS  prompt  from  a  program 
before  turning  off  your  computer.    Bui  vou  may 
forget  to  wait,  and  the  question  is:    "How  long 
do  you  wait?".    A  safer  method  is  to  run  a  very 
small  (336  bytes)  resident  program  written  by 
Gibson  Research  that  automaticallv  writes  the 
buffered  data  to  the  hard  drive  any  lime  you 
e.\ii  lo  the  DOS  prompt  from  a  program.    The 


Additional  Note:    The  "lazy  write  on"  feature 
was  the  default  in  SmartDrive  4.0  that  came 
with  Windows  3.1,  but  there  arc  no  problems 
with  SmartDrive  4.0  and  Windows  3.1  because 
Windows  3.1  has  built-in  logic  to  Hush  Smart- 
Drive's  buffers. 

If  you  have  questions  about  this  article,  or 
would  like  a  copy  of  the  SmariPrompi  program, 
contact  Dennv  Knapp  of  End  User  Computing, 
at  444-2072. 


Techtalk 

Date-and-Yime  Indicator 
in  Lotus  1-2-3 

Have  you  ever  had  a  Lotus  1-2-3  file  loaded  in 
memory  and  then  you  couldn't  remember  what 
the  filename  was?    If  even  by  scrolling  through 
the  document,  you  were  unsure  of  the  name 
becau.se  so  many  of  your  files  look  similar,  then 
here  is  a  solution  for  you! 

In  the  lower  left  corner  of  the  screen  is  the 
home  of  the  date-and-time  indicator  for  1-2-3. 
This  defaults  to  display  the  current  date  and 
time  (if  the  date  and  time  is  sei  correctly  on 
your  PCI).    To  change  the  display  for  the  date- 
and-time  indicator,  select  /Worksheet  Global 
Default  Other  Ck)ck  (then  select  one  of  the 
following  options:    Standard,  International, 
None,  t)r  File  Name). 

Standard  displays  DD-MMM-YY  and  HH:MM 
(AM/PM).    Inlcmationai  displays  the  formats 
specified  in  Delauii  Iniernationai  Settings. 
None  displays  nothing  in  the  lower  left  corner, 
and  File  Name  displays  the  current  worksheet's 
file  name  if  the  current  worksheet  has  been 
saved  with  a  file  name.    When  a  file  is  not  in 
mcmon,',  ihe  last  Clock  setting  is  displayed. 
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By  choosing  the  File  Name  option  for  the  date- 
and-time  indicator,  you  should  never  again  feel 
unsure  of  which  file  you  are  blindly  staring  at 
on  the  screen!    This  also  works  great  in  1-2-3 
Release  3.x,  when  you  have  multiple  files  open 
in  memory  at  one  time. 

A  quick  glance  at  the  indicator  will  let  you 
know  which  file  you  are  currently  looking  at. 

If  you  have  questions  about  the  dale-and-time 
indicator,  or  about  any  other  1-2-3  feature, 
please  call  Irv  Vavruska  at  444-2858  or  Jerry 
Kozak  at  444-2907,  both  from  End  User  Com- 
puting. 


ISD  Network  Assistance  Center 
444-2000 

Have  a  problem?    Need  ISD  assistance  or  sup- 
port for  any  of  your  information  processing 
needs-either  voice  or  data?    The  central  con- 
tact point  is  the  ISD  Network  Assistance  Cen- 
ter, at  444-2(XK). 


Calendar  of  Events 


July  14  -  Information  Technology  Manager's 
Group  (ITMG)  meeting. 


End  Notes 


Submit  Articles 


If  you'd  like  to  submit  an  article  to  News  and 
Views  for  publication,  please  send  it  to  Dan 
Mossman-either  through  Zip!Mail  or  regular 
mail.    The  following  schedule  provides  dates 
that  articles  must  be  received  by  in  order  to  be 
included  in  the  corresponding  issues: 


August  Issue 
September  Issue 


07/16/93 
08/20/93 


copies  of  this  public  document  were  primed  al  a  cosi  of  S264. 
Distribution  costs  are  S18.25. 


28  copies  of  this  document  were  distributed  electronically  at  no  cost. 
Editors:    Dan  Mossman  &  Breil  Bi)uiin 
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All  classes  will  be  held  at  the  Helena  Vo-Tech  Center  (Di)naldson  Building,  1115  North  Roberts,  Room 
210),  unless  another  location  is  specified.    Please  note  that  these  costs  are  subject  to  change  each  July 
1st. 

To  enroll  in  a  class,  you  must  deadhead,  mail,  or  fax  an  enrollment  application  to  the  Helena  Vocation 
al  Technical  Center,  1115  North  Roberts,  Helena,  MT    59601.    II  you  have  questions  about  enrollment, 
please  call  444-6800.    Once  you  enroll  in  a  class,  ihc  full  fee  will  be  charged  UNLESS  you  cancel  ai  least 
three  business  days  before  the  first  day  of  class. 

The  classes  available  and  their  costs  arc  as  follows: 

Class  Name 
*MVS\ESA  -  Differences  from  MVS\XA 
♦Introduction  to  TSO/SPF 
'Introduction  to  JCL  (Job  Control  Language) 
*  Introduction  to  CICS  Programming 
'Introduction  lo  IDMS  Database  Programming 
MDMS  ADS/Online 
♦Introduction  to  CULPRIT 
♦Subscripting  in  CULPRIT 
♦CULPRIT  Programming  lor  IDMS 
♦Introduction  to  SAS:    Module  1 
Module  2 
Module  .^ 
♦Novell  Network  Administration 
♦Novell  NetWare  System  Manager 
♦Novell  NetWare  Advanced  System  Manager 
♦Novell  Netware  Service  &  Support 

PC  Maintenance 

Introduction  to  Windows 
♦Windows  for  the  Technical  Support  Team 

Beginning  Microcomputer  Skills 

Fundamentals  of  DOS 

Intermediate  DOS 
♦Introduction  to  Novell  Networks 

CorelDraw 

Quickref/Docview 

Introduction  to  WordPerfect  (5.0  or  5.1) 

Advanced  Features  of  WordPerfect  5.0 
♦WordPerfect  (5.0  or  5.1)  Complex  Document  Functions 
♦More  WordPerfect  (5.0  or  5.1)  Complex  Document  Functions 
♦WordPerfect  5.1  Tables 

♦WordPerfect  5.1  Columns  and  Math  Functions 
♦WordPerfect  5.1  Graphics 

WordPerfect  Merge  and  Son  Functions 

WordPerfect  5.1  Macros 
♦WordPerfect  5.1  Tips  and  Tricks 


Ji^1993  Va^e  7 


Length 

Cost 

in  Days 

FREE 

'/j 

S  85.00 

1 

»» 

4 

** 

5 

** 

5 

** 

5 

242.50 

3 

FREE 

'/, 

170.00 

2 

tt 

'/.. 

** 

'/j 

♦♦ 

V/i 

170.00 

2 

*♦ 

3 

** 

3 

1 1 

5 

170.00 

2 

85.00 

1 

1 1 

2 

85.00 

1 

85.00 

1 

85.00 

1 

42.50 

K: 

85.00 

1 

FREE 

Vi 

127.50 

\Vi 

127.50 

1'/! 

42.50 

'/; 

42.50 

'/: 

42.50 

'/: 

42.50 

'/: 

85.{X) 

1 

42.50 

'/: 

85.00 

I 

FREE 

'/i 

*Conversion  from  WordPerfeci  5.0  lo  5.1 

Spreadsheet  Design  and  Documentation 
♦Conversion  from  Lotus  1-2-3  Rel.  2.2  to  Rel.  .3.1 

Introduction  to  Lotus  1-2-3,  (Release  2.3  or  3.1) 

Intermediate  Lotus  1-2-3,  (Release  2.3  or  3.1) 
*Lotus  1-2-3  WYSIWYG  Features  (Release  2.3  or  3.1) 
♦Lotus  1-2-3  Graphics  (Release  2.3  or  3.1) 
*Lotus  1-2-3,  Release  3.1,  3-Dimensional  Spreadsheets 
*Lotus  1-2-3  Printing  (Release  2.3  or  3.1) 

Lotus  1-2-3  for  Windows  Conversion 

Freelance  for  Windows 
♦Freelance  for  Windows  -  Conversion 

Lotus  1-2-3  Macros  (Release  2.2,  2.3,  or  3.1) 
♦Introduction  to  Lotus  1-2-3  Database  Features 

Introduction  to  PFS:Professional  File,  Ver.  2.U 

Micro  Database  Concepts  and  Design 

Introduction  to  R:Base,  Release  3.1 
♦Advanced  R:Base  Release  3.1 
♦RrBase  Query  and  Reports  (Rel.  3.1) 
♦R:Base  Views  (Rel.  3.1) 
♦Intermediate  R:Base  (Rel.  3.1) 
♦State  Telephone  Training 
♦Orientation  to  Slate's  Computer  Center 

Introduction  to  IBM's  Library  Reader 


FREE 

'/4 

85.00 

1 

FREE 

i/j 

170.00 

2 

85.00 

1 

42.50 

'/: 

42.50 

'/: 

42.50 

'/2 

42.50 

'/! 

FREE 

'/4 

85.00 

1 

FREE 

'/4 

170.00 

2 

170.00 

2 

85.00 

1 

85.00 

1 

212.50 

2'/2 

170.00 

2 

85.00 

1 

FREE 

'/4 

170.00 

2 

FREE 

'/4 

FREE 

'/4 

FREE 

Vi 

This  class  is  not  scheduled  durinu  the  time  covered  in  this  issue. 
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Training  Calendar 


Data  Nclwork/Mainframc  Classes 


August  23  a.m. 
August  9  a.m. 
Sept.  22  a.m. 
Sept.  22  p.m. 

Microcomputer  Qasscs 

July  28 
August  3 
August  17  &.  18 
August  24 
August  26 
August  31 
Sept.  1 
Sept.  2 
Sept.  16 
Sept.  23 

Word  Processing  Classes 

July  29,  July  30  a.m. 
August  10  &  II 
Sept.  9 

Sept,  28  &  29 
Sept.  30  a.m. 
Sept.  30  p.m. 

Spreadsheet  Classes 

July  7.  July  8 
August  5 
Sept.  8 

Sept.  14  &  15 
Sept.  20  &  21 

Database  Classes 


Intro,  to  IBM  LibraiA'  Reader 
Introduction  to  Ouick-rel/Docview 
Intro,  to  IBM  Library  Reader 
Introduction  to  Ouick-Ref/Doc^'iew 


Introduction  to  PFS 
Intermediate  DOS 
PC  Maintenance 
CorelDraw 
Lotus  Freelance 
Introduction  to  Windows 
Beginning  Microcomputer  Skill 
Fundamentals  of  DOS 
Introduction  to  Windows 
Freelance  (or  Windows 


Introduction  to  WordPerfect  (5.0  or  5.1) 
Advanced  Features  of  WordPerfect 
Desktop  Publishing  for  WordPerfect 
Introduction  to  WordPerfect  (5.0  or  5.1) 
WordPerfect  Merge  &  Sort  Functions 
WordPerfect  Macros 


Introduction  to  Lotus  1-2-3 
Intermediate  Lotus  1-2-3 
Spreadsheet  Design  &  Documentation 
Introduction  to  Lotus  1-2-3 
Lotus  Macros 


July  20 

Julv  21.  22,  23  a.m. 


Micro  Database  Concepts  &  Design 
Introduction  to  R:Base 
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INTRODUCTION  TO  I.B.M.'s  LIBRARY  READER: 


presented  by  Denny  Knapp  of  the  Applica- 
tion Services  Bureau  (sign  up  for  this  class 
by  calling  444-3987) 


DATES:  August  23,  1993 

September  22,  1993 
TIME:  9:00  a.m.  to  11:00  a.m. 

PREREQUISITE:  None 

LOCATION:  Basement  of  the  Teachers  Retirement  Bldg.  ai  1500  6th  Ave. 

This  free  class  will  provide  an  introduction  to  the  l.B.M.  Online  Library  Reader  software  soon  to  be 
made  available  on  the  State  personal  computer  network.  Library  Reader  provides  the  ability  to  access, 
on-line  from  your  workstation,  the  l.B.M.  mainframe  hardware  and  software  manuals.  This  will  greatly 
reduce  the  need  for  hard  copy  mainframe  manuals.  Library  Reader  provides  several  advanced  capabili- 
ties such  as  indexed  or  approximate  searches,  hypertext  linking,  logical  grouping  of  manuals  into 
"bookshelves",  user  entered  "margin  notes",  and  much,  much  more.  This  session  will  have  some  hands- 
on  work  so  class  sizes  will  be  limited. 


INTRODUCnON  TO  QUICK-REF/DOCVIEW: 


presented  by  Dave  Howsc  of  the  Application 
Services  Bureau  (sign  up  for  this  class  by  calling 
444-3987) 


DATES  &  TIMES:  August  9,  1993  9:00  a.m.  to  11:00  a.m. 

September  22,  1993      1:00  p.m.  to  3:00  p.m. 
PREREQUISITE:  Working  knowlege  of  TSO/SPF 

LOCATION:  Basement  of  the  Teachers  Retirement  Bldg.  at  1500  6th  Ave. 

This  class  is  designed  to  introduce  the  QUICK-REF  and  the  CA-DOCVIEW  system  to  mainframe  users. 
QUICK-REF  is  a  "pop-up"  quick  reference  tool  for  ISPF  users,    it  provides  rapid  access  to  a  variety  of 
reference  information,  without  forcing  the  ISPF  user  to  interupt  their  current  session.  The  type  of 
information  provided  includes,  but  is  not  limited  to,  the  following:  MVS  JCL  syntax,  Assembler 
Language  syntax,  MVS  messages  and  codes,  TSO  command  syntax,  MVS  reference  summary,  TSO  Clist 
syntax,  VTAM  messages,  JES2  syntax.  DASD  free  space  info,  CICS  messages  and  codes,  COBOL  syntax, 
and  various  independent  software  vendors  messages.  Participants  will  go  through  the  fundamentals  of 
using  QUICK-REF  in  a  real-lime,  hands-on  session. 

CA-DOCVIEW  contains  reference  information  on  products  supplied  by  Computer  Associates,  such  as 
IDMS,  Tape  Management  System,  and  ACF2.    CA-DOCVIEW  is  availabc  to  mainframe  users  form  the 
U  option  of  ISPF.    CA-DOCVIEW  provides  online  access  to  information  normally  available  only  in 
hard-copy  manuals.  Participants  will  go  through  the  fundamentals  of  using  CA-DOCVIEW  in  a  real- 
time, hands-on  session. 
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Microcomputer  Classes 


PC  MAINTENANCE:  presented  by  ihe  suill  ul  ihe  Helena  Vo-lech 

DATE:  August  17  and  18,  1W3 

TIME:  8:30  a.m.  to  4:.30  p.m. 

PREREQUISITE:  Working  knowledge  of  DOS 

LOCATION:  Helena  Vo-Tech  Center,  1115  North  Roberts,  Room  210 

This  course  is  designed  to  give  participants  insight  into  normal  routine  maintenance  of  the  personal 
computer.    Topics  covered  will  be  internal  diagnostics,  add-on  cards,  memorv'  management,  systems 
upgrades,  hard  disk  performance  lips,  and  routine  iroubleshooimg  techniques. 

BEGINNING  MICROCOMPUTER  SKILLS:       presented  by  the  staff  of  the  Helena  Vo-Tech  Center 

DATE:  September  1,  1993 

TIME:  8:30  a.m.  to  4:.30  p.m. 

PREREQUISITE:  None 

LOCATION:  Helena  Vo-Tech  Center,  1115  North  Roberts,  Room  210 

This  course  will  give  participants  brief  hands-on  experience  with  microcomputers.  The  following  topics 
will  be  covered: 

•  The  Machine  •  Spreadsheets  and  Graphics 

•  The  Operating  System  •  File  Management 

•  Word  Processmg  •  Communications 

Most  class  time  will  be  spent  using  microcomputers  and  software.  This  course  helps  develop  a  positive 
attitude  toward  using  microcomputers  and  teaches  their  basic  functions.  This  class-or  its  equivaleni--is 
a  prerequisite  for  our  other  microcomputer  courses. 

FUNDAMENTALS  OF  DOS:  presented  by  the  staff  of  the  Helena  Vo-Tech  Center 

DATE:  Setember  2,  1993 

TIME:  8:30  a.m.  to  4:30  p.m. 

PREREQUISITE:  Beginning  Microcomputer  Skills 

LOCATION:  Helena  Vo-Tech  Center,  1115  North  Roberts,  Room  210 

"Fundamentals  of  DOS"  is  intended  for  microct)mputer  users  who  need  to  know  more  about  controlling 
the  microcomputer  through  its  operating  system.  Programming  experience  is  NOT  required.  Topics  to 
be  covered  include: 

•  What  is  DOS?    Why  is  it  necessary  to  know  about  it? 

•  DOS  names  for  peripherals 

•  File  naming 

•  Set-up  files  such  as  CONFIG.SYS 

•  Internal  DOS  commands  -  DIR,  ERASE.  RENAME,  T^'PE,  COPY  and  their  variations 
.  External  commands  -  FORMAT,  SYS.  DiSKCOPY.  CHKDSK.  MODE 

•  Interpreting  batch  files 

•  Backup  procedures 


INTERMEDIATE  DOS:  presented  by  ihe  staff  of  the  Helena  Vo-Tech  Center 

DATE:  August  3,  1993 

TIME:  8:30  a.m.  to  4:30  p.m. 

PREREQUISITE:  Fundamentals  of  DOS  or  equivalent 

LOCATION:  Helena  Vo-Tech  Center,  1115  North  Roberts,  Room  210 


This  class  is  designed  to  follow  the  "Fundamentals  of  DOS"  class  and  to  give  the  user  a  better 
understanding  of  and  increased  ability  to  use  DOS.    It  is  not  designed  for  programmers  and  does  not 
cover  all  the  advanced  features  of  the  operating  system.    The  following  topics  are  covered: 


ATTRIB 

Batch  File  Creation 

EDLIN 

Batch  file  commands 
DISKCOMP 
Filters  (FIND,  MORE) 


JOIN 

LABEL 

MODE 

REPLACE 

SELECT 

XCOPY 


INTRODUCTION  TO  WINDOWS:     presented  by  the  staff  of  the  Helena  Vo-Tech  Center 

DATE:  August  31,  1993 

September  16,  1993 
TIME:  8:30  a.m.  to  4:30  p.m. 

PREREQUISITE:  Beginning  Microcomputer  Skills  or  three  months  of  daily  microcomputer  use 

LOCATION:  Helena  Vo-Tech  Center,  1115  North  Roberts,  Room  210 


This  course  is  a  general  introduction  to  Windows.    It  will  cover  the  basics  and  show  how  Windows 
makes  other  applications  easier  to  use  and  more  productive.    Topics  will  include: 

What  are  Windows  -  multi-tasking  and  task  switching 

Using  DOS  applications 

Using  Windows  accessories  and  features 

Screen,  window  and  menu  navigation 

Window  sizing  and  movement 

Customization 


This  course  will  not  include  training  for  system  administrators  and  programmers.    It  will  not  cover 
Windows  installation,  maintenance  or  advanced  features  such  as  use  for  programming  and  file/directory 
management. 


INTRODUCTION  TO  PFS:PR0FESS10NAL  FILE,  VERSION  2.0: 


presented  by  the  staff  of  the 
Helena  Vo-Tech  Center 


DATE:  July  28,  1993 

TIME:  8:30  am  to  4:30  pm 

PREREQUISITE:  Beginning  Microcomputer  Skills 

LOCATION:  Helena  Vo-Tech  Center,  1115  North  Roberts,  Room  210 

The  PFS:Professional  File  software  is  an  easy-to-use  file  management  .system.  This  course  will  give 
participants  hands-on  experience  creating  databascs--demonsirating  the  flexibility  of  this  software  in 
storing,  retrieving,  and  updating  a  large  amount  of  related  information. 
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LOTUS  FREELANCE:        presented  by  the  slad  of  the  Helena  Vo-Tech  Cenler 

DATE:  August  26,  1993 

TIME:  8:30  a.m.  to  4:30  p.m. 

PREREQUISITE:  Beginning  Mierocomputer  Skills 

LOCATION:  Helena  Vo-Tech  Center,  1113  North  Roberts,  Room  210 

This  class  will  give  participants  hands-on  experience  using  Freelance  to  create  many  types  of  figures, 
drawings  and  graphs.    Students  will  learn  to  use  Freclance's  symbol  library  and  freehand  drawing 
capabilities  and  to  import  data  from  Ltnus  1-2-3  spreadsheets  to  create  a  publicaiion-tjuality  chart  or 
graph. 

FREELANCE  GRAPHICS  FOR  WINDOWS:  presented  by  the  staff  ol  the  Helena  Vo-Tech  Center 


DATE:  September  23,  1993 

TIME:  8:.30  a.m.  to  4:.30  p.m. 

PREREQUISITE:  Beginning  Microcomputer  Skills 

LOCATION:  Helena  Vo-Tech  Center,  1115  North  Roberts,  RcH)m  210 

This  class  will  give  participants  hands-on  experience  using  Freelance  for  Windows  to  create  many  types 
of  figures,  drawings,  graphs  and  screen  shows.    Students  will  learn  to  use  Freelancers  symbol  library  and 
freehand  drawing  capabilities  and  to  link  data  from  Lotus  1-2-3  spreadsheets  to  create  a  publication- 
quality  chart  or  graph. 

CORELDRAW  3.0  FOR  WINDOWS:  presented  by  the  staff  of  the  Helena  Vo-Tech  Center 


> 

DATE:                                                      August  24,  1993 

TIME:                                                    8:.30  a.m.  to  4:30  p.m. 

PREREQUISITE:                                 Familiarity  with  DOS  and  Wmdows 

LOCATION:                                           Helena  Vo-Tech  Center,  1115  North  Roberts,  Room  210 

This  class  will  give  new  users  an  overview  of  CorelDraw  its  features  and  abilities.    CorelDraw  is  made 

up  of  six  components:    CorelPHOTO-PAINT.  CorelMOSAIC.  CorelTRACE,  CorelDRAW,  Corel- 

CHART,  and  CxnelSHOW.    Students  will  learn  to  create  and  edit  graphic  figures,  boxes,  lines,  charts 

and  photographic  images  through  hands  on  exercise.    These  abilities  will  then  be  combined  to  produce  a 

basic  slide  show.    This  course  is  tailored  for  the  beginning  windows  graphic  user.    Additional  and  more 

advanced  classes  will  be  scheduled  for  each  component  of  the  Corel  system. 

Word  Processing  Classes 

INTRODUCTION  TO  WORDPERFECT:              presented  by  the  staff  of  the  Helena  V\)-Tech  Cenier 

DATES:                                 July  29  and  .30,  1993 

September  28  and  29.  1993 

TIMES:                                  8:30  a.m.  to  4:.30  p.m.  on  first  day 

^                                                           8:30  a.m.  to  noon  on  second  dav 

W          PKEKEQUISl'I'E:                 Beginning  Microcomputer  Skills  or  equivalent 

LOCATION:                         Helena  Vo-Tech  Center,  1115  North  Roberts,  Room  210 

July  JW3                                                                                                                                                                                                             Page  13 

^::,s,Mi:s,:f:^^ 

This  class  is  a  generic  introduction  to  WordPerfect  for  new  users  of  release  5.0  or  5.1.    Experience  with 
WordPerfect  is  not  necessary.    Participants  will  go  through  the  fundamentals  of  creating,  formatting, 
editing  and  printing  documents.    Some  advanced  features  will  also  be  covered,  including  checking 
spelling,  finding  a  word  or  phrase,  marking  blocks  of  text,  moving  text  and  listing/retrieving  document 
files. 

ADVANCED  FEATURES  OF  WORDPERFECT  5.0:prescnled  by  ihc  .sialT  of  the  Helena  Vo-Tech  Cenicr 

DATE:  August  10  and  11,  1993 

TIME:  8:30  a.m.  to  4:30  p.m.  on  first  day 

8:30  a.m.  to  noon  on  second  day 
PREREQUISITE:  Introduction  to  WordPerfect  5.0  or  equivalent 

LOCATION:  Helena  Vo-Tech  Center,  1115  North  Roberts,  Room  210 

For  those  already  using  WordPerfect  5.0,  the  advanced  class  will  cover  footnotes,  column  generation, 
sorting  capabilities,  dual  document  editing,  font  changes  within  a  document,  creation  of  style  sheets  and 
master  documents,  keyboard  layout,  the  compose  function  and  graphics. 

WORDPERFECT  MERGE  AND  SORT  FUNCTIONS:  presented  by  the  staff  of  the  Helena 

Vo-Tech  Center 
DATE:  September  30,  1993 

TIME:  8:30  a.m.  to  noon 

PREREQUISITE:  Introduction  to  WordPerfect  5.0  or  5.1 

LOCATION:  Helena  Vo-Tech  Center,  1115  North  Roberts,  Room  210 

This  class  will  cover  the  file  merge  and  sort  features  of  WordPerfect.    Students  currently  using 
WordPerfect  5.0  or  5.1  will  have  hands-on  practice  with  the  steps  needed  to  generate  files  sorted  in  a 
variety  of  ways.    They  will  also  learn  to  merge  primary  and  secondary  files  for  mass  mailings,  for 
example,  and  to  set  up  files  for  keyboard  merges. 


WORDPERFECT  5.1  MACROS  presented  by  the  staff  of  the  Helena  Vo-Tech  Center 

DATE:  September  30,  1993 

TIME:  1:00  p.m.  to  4:30  p.m. 

PREREQUISTTE:  Introduction  to  WordPerfect  5.0  or  5.1 

LOCATION:  Helena  Vo-Tech  Center,  1115  North  Roberts,  Room  210 

This  is  a  seminar  class  that  will  cover  the  theory  and  construction  of  basic  WordPerfect  macros.    Class 
will  begin  with  simple  hot  key  and  named  macros  and  proceed  through  the  introductory  level  of  the 
macro  language.    Special  macros  will  be  created  such  as  capturing  inside  addresses  for  priming 
envelopes  and  building  simple  menus  for  lists  of  commonly  u.scd  tasks.    Students  are  encouraged  lo 
bring  examples  of  tasks  for  instructor  assisted  class  projects. 

DESKTOP  PUBLISHING  WFTH  WORDPERFECT  5.1  presented  by  the  staff  of  the  Helena 

Vo-Tech  Center 

DATE:  September  9,  1993 

TIME:  8:30  a.m.  to  4:30  p.m. 

PREREQUISFFE:  Beginning  Microcomputer  Skills 

LOCATION:  Helena  Vo-Tech  Center,  1115  North  Roberts,  Room  210 
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This  class  will  combine  all  the  esseniial  elements  of  (Jeskn>p  publishing--tcxi.  graphic  image;,,  and  page 
design  and  layout--to  create  and  print  protessional-looking  documents  with  WordPcrlect  5.1.    Students 
will  work  with  fonts  and  type  sizes,  kerning,  multicoiumn  formats,  graphic  lines,  graphic  boxes,  and 
graphic  images.    Also  covered  will  be  use  of  the  scanner  to  produce  graphic  images. 


SPREADSHEET  DESIGN  AND  DOCUMEN  TATION:  presented  by  the  staff  of  the  Helena  Vo- 

Tcch  Center 
DATE:  September  8,  \99^ 

TIME:  8:30  a.m.  to  4:30  p.m. 

PREREQUISITE:  Introduction  to  Lotus  1-2-3 

LOCATION:  Helena  Vo-Tech  Center,  1115  North  Roberts,  Room  210 

This  class  will  emphasize  the  importance,  effectiveness  and  the  organizational  benefits  of  good 
spreadsheet  design  and  documentation.    Lotus  1-2-3  Release  2.2  will  be  used  to  demonstrate  good  and 
bad  techniques.    Some  common  methods  for  .solving  logic  problems  and  locating  design  and  programm- 
ing mistakes  will  be  covered. 

INTRODUCTION  TO  LOTUS  1-2-3,  RELEASE  2.4:  presented  by  the  stall  of  the  Helena  Vo-Tech 

Center 

DATES:  July  7  &  8.  1993 

September  14  &  15,  1993 
TIMES:  8:30  a.m.  to  4:30  p.m.  each  day 

PREREQUISITE:  Beginning  Microcomputer  Skills 

LOCATION:  Helena  Vo-Tech  Center,  1115  North  Roberts,  Room  210 

This  class  is  a  generic  introduction  to  Lotus  1-2-3  for  persons  with  little  or  no  Lotus  experience.     It  will 
consist  of  instructions  and  hands-on  practice,  with  lab  time  available  lor  buiidmg  spreadsheets  of  the 
participants'  choosing. 

The  class  will  cover  design,  creation,  priming  and  editing  of  spreadsheets.    Additional  topics  will  mcludc 
selected  graphic  features,  the  use  of  Ibrmulae  to  connect  spreadsheets,  and  the  opening  of  multiple  files 
at  the  same  time.    Students  will  learn  about  new  WYSIWYG  (What  You  See  Is  What  You  Get) 
features  of  Releases  2.3  and  3.1  such  as  enhanced  printing  of  spreadsheets  and  graphs. 

INTERMEDIATE  LOTUS  1-2-3,  RELEASE  2.3  OR  3.1:       presented  by  the  staff  of  the  Helena  Vo- 
Tech  Center 
DATE:  Aug.  5,  1993 

TIME:  8:30  a.m.  to  4:.30  p.m. 

PREREQUISITE:  Introduction  to  Lotus  1-2-3 

LOCATION:  Helena  Vo-Tech  Center,  1115  North  Roberts,  Room  210 

This  course  is  intended  for  u.sers  of  Release  2.3,  3.1  or  3.1-f.    It  covers  intermediate  features  of  Lotus 
1-2-3  for  tho.se  who  are  familiar  with  Lt)tus  basics.    It  consists  of  instructions  and  hands-on  practice, 
with  lab  time  available  for  building  spreadsheets  of  the  students'  choosing. 

The  following  topics  will  be  presented: 

•  ^  functions 

•  Date  and  time  formats  and  functions 

•  Ranges--naming.  hiding  and  protecting  ranges;  usmg  range  commands 

•  Global  defaults 

Jufy  1993        Page  }S 


•  Titles,  windows  and  text  editing 

Time  permitting,  the  following  topics  will  be  covered  with  some  hands-on  practice: 

•  Selected  file  functions  and  file  linking 

•  Magellan  Viewer  Addin  (available  in  Releases  2.3  and  3.1+  only) 

•  Auditor  Addin  (available  in  Releases  2.3  and  3.1+  only) 

LOTUS  1-2-3  MACROS:  presented  by  the  staff  of  the  Helena  Vo-Tech  Center 

DATES:  September  20  &  21,  1993 

TIMES:  8:30  a.m.  to  4:30  p.m.  each  day 

PREREQUISITE:  Beginning  and  Advanced  LtMus  1-2-3  Release  2.2 

LOCATION:  Helena  Vo-Tech  Center,  1115  North  Roberts,  Room  210 

This  class  is  designed  for  those  who  want  to  learn  about  Lotus  1-2-3  macros.    It  will  consist  of 
instruction,  demonstrations,  and  hands-on  practice  with  lab  time  available  to  build  spreadsheets  of 
participant's  choosing.    The  class  will  concentrate  on  using  1-2-3  Release  2.3  to  design,  create,  and  edit 
macros  to  perform  simple  operations  or  redundant  tasks.    The  material  covered  will  apply  to  all  releases 
of  Lotus  1-2-3  (2.2,  2.3,  and  3.1).    It  will  include  writing  and  debugging  macros,  using  the  keystroke 
recorder,  and  using  advanced  macro  commands. 
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MICRO  DATABASE  CONCEPTS  AND  DESIGN:  presented  by  the  staff  of  the  Helena  Vo-Tech 

Center 

DATE:  July  20,  1993 

TIME:  8:30  a.m.  to  4:30  p.m. 

PREREQUISITE:  Beginning  Microcomputer  Skills 

LOCATION:  Helena  Vo-Tech  Center,  1115  North  Roberts,  Room  210 

This  class  is  designed  to  give  participants  a  preliminary  understanding  of  what  a  relational  database  is 
and  how  it  compares  to  other  products  like  Lotus  1-2-3  and  PFS:Profe.ssional  File.  The  class  teaches 
database  design  techniques  and  is  a  prerequisite  for  other  database  clas.ses  offered  by  ISO. 

INTRODUCTION  TO  R:BASE,  RELEASE  3.1:      presented  by  the  staff  of  the  Helena  Vo-Tech  Center 

DATES:  July  21,  22  and  2.3,  1993 

TIMES:  8:30  a.m.  to  4:30  p.m.  on  first  and  second  days 

8:30  a.m.  to  noon  on  third  day 
PREREQUISITE:  Beginning  Microcomputer  Skills,  Micro  Database  Concepts  and  Design  and 

Fundamentals  of  DOS 
LOCATION:  Helena  Vo-Tech  Center,  1115  North  Roberts,  Room  210 

This  class  will  give  participants  hands-on  experience  creating  a  database  and  devek)ping  a  simple 
application  with  R:Base  3.1.    The  application  will  include  database  updates,  queries,  and  simple  form 
and  report  generation.    The  R:Base  menu  system  will  be  used  to  develop  the  application.    This  class  will 
not  cover  the  R:Base  command  mode  or  programming  other  than  menu  system  application  development. 
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CLASS  ENROLLMENT  APPL/CA  TION 

COMPLETE  THIS  APPLICATION  IN  FUIJ.  AND  SUIiMIl  IT  ONE  WHEK  PRIOR  l(>  I  III:  IIRSI  DAY  Ol-  Cl^SS 


COURSE  DATA 


Course  Requested: 
Date  Offered: 


STUDENT  DATA 

Name: 

Soc.  Sec.  Number  (for  P/P/P) : 

Aqency  &  Division:                       / 

Mailing  Address: 

Phone: 

How  have  you  met  the  required  prerequisites  for  this 
course?   Explain,  giving  the  class(es)  taken,  tutorial(s) 
completed,  and/or  experience. 

BILLING 

INFORMATION 

/AUTHORIZATION 

MANDATORY 

Responsibil 
Authorized 

ity  Center: 
Signature: 

FULL  CLASS  FEE  WILL  BE  BILLED  TO  THE  REGISTRANT  UNLESS 

CANCELLATION  IS  MADE  THREE  BUSINESS  DAYS  BEFORE 

THE  START  DATE  OF  THE  CLASS. 

DEADHEAD,  MAIL.  OR  FAX  COMPLETED  FORM  TO: 


HELENA  VO-TECH 

COMPUTER  TRAINING  CENTER 

1115  NORTH  ROBERTS,  HELENA  59601 

FAX  444-6892 


DEPARTMENT  OF  ADMINISTRATION 
INFORMATION  SERVICES  DIVISION 
ROOM  221,  MITCHELL  BUILDING 
PO  BOX  200113 
HELENA  MT    59620-0113 


harold   chambers 
montana  state  library 
referenc:e   s    info  services 

1515    £     SIXTH 
HELENA     MT    59620 


DEADHEAD 


